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23 July 1952

YMemorandum tos All Assistant Directors

Froms Dircctor of Training
Subjecte TR(G) Training Ccurses and Programs

1. Following the infermal talk civen recently to
the DD/I and his Staff on the organization, courses and
programs of the Office of Training (General),‘I was
asked to provide a summary cof the present and propoesed
courses of TR(G).

2., The summary attached i for your current informa-
ticn, It will be sup:srseded by a TR(G) Training Bulletin,
now in preparation, which will be more detailesd.

3. For further information cn the training courses
and preograms of TR(G), pleasc contact Chief, Plans and
Policy Staff, TR(G) _, phone 3531,

L. Ccpies of the summary of courses are furnished

herewith for distributicn within your crganization.

Matthew Baird

Director of Training
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INDOCTRINATION

Purpose of Course: To give all incoming personnel an appreciation of the mission,
Functions and organization of CIA and its relationship to other governmenbal '
agencics in the national sccurity structure,

Description of Courser Lectures on the mission, functions a2nd organization of
CIr and ibs relationship to other poverpmental agencies in the national security
- structurc,

Length of Course: 3 hours

Offered: Weekly

Date of First Course: November 1951 .

Mumber Attending Thru May 1952: 2621 (About 113G per menth)

Status: This course will be contimued as part of the EOD procedure for
incoming personnel in order to acquaint tAem with ClA,

ORIENTATION

Purpose of Course: To broaden the scope and comprehensiveness of the information
of Agency personnzl with respect to the intelligence process and the governmental
intelligence community,

Description of Course: Lectures by the Director of Cl%, his Deputies, celected
Rscistant Directors, various Agency «Xperts and one or mors prominent governmental
officials at or near the cabinet level,

Leneth of Course: Four 3 days

Qﬁfcred: Quarterly

Date of First Course: February 1951

Number Attending Thru May 1952: 2479 (ibout 550 per quarier)

Status: Seventh Orientation Course to be presented in July of 1552,
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UNCLASSIFIED TRAINING GROUP A (UTG/A) GENERAL

Puggggg of Course: To provide meaningful training for ncw professional personnel
EODTd on™a provisionally cleared basig,

Description of Course: Unclassified lectures in Intelligence, Internationael

Relations s~nd General Administration. The Reading Improvement Course is roquired.
EBach truince preparcs an area study report.

Length of Coursss 6 weeks

Offered: BEvery 3 weeks

Date of First Coursc: May 1951

Number Trainces Thru May 1952: 235 {ibout 20 per month)

Status: With personncl policy in offect that personncl will be EOD'd on a pro-
Visionazlly cleared basis only if their services would otheiwise be lost to the
Agency, the enrollment in UTG/A Gener:l is expocted to drop oftf. Training will
be conducted on an individual basis, with rclease contingent upon the completion
of security action.

UNCLASSIFIED TRAINING GROUP 4 (UTG/A) RISSIAN

Purpose of Course: To provide Russian lonpunge training for new professional per-
sommel EOD'd on & provisionally elcored basis when such training is requested by
the respective Offices to which such personnel are slotted.

Description of Course: Russian language training with emphasis on reading
compatenco,

Length of Course: 8 weeks

Offercd: Every N weeks

Date of First Course: May 1951

Number Trainecs Thru Mey 1952: 185 (About 10 per month)

Status: With personnel policy in effect that personuel will bc EOD'd on a pro-
Visionzlly cleared basis only if their services would otherwisc be lost to the
Agencys the cnrollment in UTG/A Russian is expscted to drop off, But some of the
Offices of the Agency, particularly ORR and 0SI, are debailing on-duty personnel
to attend the course since it hzs been shown to be valuszble to them because of the
performance of former trainees now in their Offices.
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BASIC INTELLIGENCE COURSE, CIA INTELLIGENCE SCHOOL

Purpose of Courses: To provide basic training for outstanding new professional
personnel recruited by OfR, and therefore, to acquaint them with the field of
intelligence and to relate their fields of competence to the field of intelligence
so that they may bepin to apply their knowledge and skills as professional
intelligence officers. This original purpose has been expanded to include new
incoming junior professional personnel of the non-covert Offices of the Agency,

Description of Course: Lectures on the conflict for world power which is the
Backrrond for an understanding of the field of intelligence; lectures on the role
of intelligence in support of the national security; lectures on the governmental
intelligence community itself, its memhers and their respective missions and
functiong; lectures on the intelligence process, its nature and the problems
peculiar to it. A selected bibliography in the fields of intelligence and
international relations is required reading, - The Reading Improvement Course is
required, )

Length of Course: The first three courses were 1l weeks long. The fourth course,
beginning 16 July, to which new junior nrofessional personnel will be detailed,
will be 6 wecks long.

Offered: The long course was offered 3 times yearly., The present course will
be offered bi-monthly.

Date of First Course: July 1951

Number Trainees Thru May 19523 65

Status: Thirty-four trainees are in process for the Basic Intelligence Course
beginning 16 July. It is expected that the enrollment will increase considerably
(50 or more per month), The language requirement (of the first 3 courses) has
been dropped, Therefore, the substantive material presented in the present course
will be as great as before, Language training, where needed, will be undertaken
at a later date, and at the specific request of the sponsoring Office,

READING IMPROVEMENT COURSE
Purpose of Course: To dincrease the readimp speed and reading comprehension of
selected Agency personnel,

Description of Course: Accelerated reading practice using a Reading Accelerator
and dieib retention exercises using a Tachistoscope, Reading training films are
showt,

Length of Course: One hour a day for 6 wecks

Offercd: Every R wecks For on-duty personnel, Other courses given to personnel
in UTC/A Ceneral and in the Basic Intelligence Course,

Date of First Course: May 1981

Number Trainees Thru May 1652: L7l Total (About 4O per month) -~
171, on-duby personnel; 65 professional trainees; 235 UTG/A General personnel
Status: Plans underway for expansion of the Reading Lab. in order to take care of
EHEBﬁinn iuni?;lprofessional ersonnel detalled to the Basic Intelligence Course,
pbroved For Release 2001/07/17 : CLANRDBEGHBI355A000100020022-9
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LANGJAGE TRAINING CENTER

Purpose: To provide language training for Agency personnel who should not be
sent onteide the Agency for sccurity reasons, or who require refresher or
maintenance self-study.

Description of Training: The following beginning courses are offered:

Gierman - 3 sections
Prench

Italian

Russian

Spanish

Advanced training in lancuage 1is provided in the
laboratory bty drill work and gelf-stndy, vsing tape recorders. Self~-study courses
are being carried on in Russian, German, Trench, Spanish, Italian, Slevak, Dutch,
Danish, Japanese, Korean, and Chinese., Language lLsboratory open 0700 to 2000
weekdays. -

Number Trainees Thru May 1952: 6l (About 35 per month)
About 300 student hours per weck are spent in
the Language Laboratory.

Statuss The Language Training Center hégan operation in March 1652, It is
expected that the number of personnel using the center and the number of courses
offered will increase as instructors and training materials are available,

EXTERNAL LANGUACE TRAINING

Purpose: To provide languags training, basic and advanced, for selected Agency
personnel, who may te sent out of the Agency, Since the ectablishment of the
Language Training Center in the Agency, personnel will be given language training
at external facilities when the courses are not available in the Agency or when

a more convenient scheduling of courses is available outside,

Descrintion: At Georgetown and FST training is provided in some 18 languages
Tholuding Persian, Arabic, and Swedish, Agency personnel may be sent, when
adviseble, to Yale, California, Army Language School, etc.

Extornal Language Training Avprovals Thru May 1952: 22l total# (About 20 per mo, )
133 Coorgetown; L9 FSI; 52 Others

# These approximate figures do not include Russian language training given at
Georgetown to UTG/A (Russien) personnel and Professional Trainces in the first
three Rasic Intelligence Courses, CIA Intelligence School,
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INTRA~AGENCY SUMMER AREA PROGRAM

Purpose of Program: To improve and bring up to date area knowledge already ac-
quired by Agency personnel, to introduce Agency personnel to an area with which
they are not familiar, and to strengthem centacte between the Agency and scholars
engaged in resecarch on problems of interest to the Agency.

Description of Program: A number of university professors are being brought into
The Agency in order to conduct area training in ihe following three fields: South
East Asia, the Soviet Union and Eastern Burope. Bach professor is competent in one
or more of the ficlds of economics, political scienee, anthropology, geography,
history, and sociology, in one of the four areas. Hach professor is being brought
into the Agency as a cleared consultant and an area specialist, and will be availe

able to the division chiefs as a consultant on any problem which may appropriately
be referred to him.

Length of Program: Two-hour seminars daily for eight weeks, beginning 7 July 1952,

Number Trainees to Aitend 1952: Approx¢mately 93 trainees from seven Offices,

Status: It is expected that the Offices lel find thisprogram so valuable that it
will be continued on a yearly basis,

e
LY

SUMMER SEMINAR ON THE NEAR EAST

Purposc of Course: To provide an opportunity for selected Agency personncl 1o
study in their sctting the political, historical, economic, social and cultural
institutions of the Near East.

Description of Course: T
Eighl weeks of residence
and seminsrs on the history, geograpt
the Near East, and local field trips
Three weeks of field trips to capitol and major citios of most of the countries in

the Near ©sst, including visits to and briefings at the U. S. embassies and lega-
tions in the area.

briefing by FSI,.
including lectures
1y, goopolitics, and contemporary problems of

25X1A6a

X1A6a

Length of Course: 13 weeks

Offered: Yearly

Number Trainecs 1951: 1l

Agency Quota: 16 for 1952 «- assigned by FSI

Number Trainees to Attend 1952: 16

Status: It is expected that the Agency will participate in this program on a
continuing basgis.
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Purpose of Course: To train personnel so that they will understand the Soviet
Unior, i%s peoples and its language, and when placed in positions of responsi-
bility will bave suffisient background to make sound decisions snd estimates
concerning the capabilities, limitations, and potential of the Soviet Union and
ibs satellites,

Description of Course: Intensive training conducted in the Russian language,
Lecturcs, discussions and seminars on the military, economic, and political
stracture nf the Soviet Union and its Burorean satellites, Advanced Russian
langnage training, ¥icld trips to local points of interest, Special projects
prepored by each trainee,

Length of Course: 18 months beginning September 1952_ 25X1A6a
s 25X1A12

Number Trainecs to Attend 1952; 3

Statuss It is cxpected that the Apency will have three slots for the 1653
course, and that sclected Agency personnel will rarticipate on a contimuing basis,

SUMMER WORKSHOP ON ISRAEL

Purpose of Cource: To provide an opportunity for selected personnel to study
in their setling the political, economic, educational, social, and cultural
institutions of the state of Israel,

Description of Course: Lectures and seminars on the politice, economy, and
culture of Isracl, Field trips to local points of intercst to give the trainees
firethand knowladge of the agricvltural and industrial srowth of lerael, as well
as an understanding of ite historical and archeslosical significance, Course
spoasoied by the New York University Workshop, conducted by the Division of
Liebiew Culture and the Consulate General of Isranl in Now York, in collaboration
with the Katznelson Institute, Israel, '

Length of Course: 6 weeks bteginning July 1952 at the Katznelson Institute, Israel

Bumber Troinces to Attend 1952: 1

Status: It mey te expected trat in future years other Agency personnel will
attend this course,

SECRET
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FOREIGN SFRVICE INSTITUTE LANGUAGE AND AREA PROGRAM

Purpcse of Program: To train selected porsonncl from CIA, State, and other
goveramental agencies in an intensive language-area program designed to produce
‘area cxperts,

Description of Program: This program is in the planning stzape with OIR and FSI
acting jointly. An FOI task force has produced a plan for a language~area
program on the Near Bast, This program has heen circulated among the interested
Offices of the Agency, and each Office concerned is now planning its long-range
requirements for language-area competence on the Near Bast, The FSI program
‘consists of one year of basic language and area study in Washington, and one year
in advanced languare and area study at a field training station of FSI in the
Near Past, The FSI proeram is flexible enough so that shortcr tours of duty may
be arranped.

Agency Quota for 1953+ 12 slots for the Near East program,

Statuss Similar programs for South isia, *Far East, BEurasia and W_stern Europe
Will be planned as ravidly as staffs canlte assembled and ficld installations set
up. Ambassador Rowles has indicoted great interest in the South Asia program,

It is plammed that it be set up concurrently with the Near E~st program, beginning
March 1953, It is expected that Apency interest in these programs will be great
and Agency support to FSI will be accomplished,

SECHET
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MILITARY TRAINEES, 0CS
Purpose of Training: To instill basic service dis sciplines in selected Lgency

perconnel and to nrovide for them active-duty military training appropriate to
their experience and prospective intelligence carcers,

Description of Training: Limited numbers of draft eligible male personnel are
plzced into one of the four services for basic training, officer candidste train-
ing, commissioning, and such other military training as the igency may request
and the service concerned is sble to provide. Upon completion of training, the
individual returns to the Agency in sn active-dvdy military capacity as one of
the regular service quota to the ALfency until he hes discharged his active-duty
obligntion, He then reverts to civilian Agency status, with or without a reserve
cormission,

Lgency Quotas: Total 150 (The date of agreement with cach service varies,
September 1951 is mean dste,)

57 Lrmy; 50 SHir Forcey 43 Navy (includes 7 Marine slots)
A

Number Trainees Thru May 1952: 19 Total

7T Lrmy; 7 Novyy 3 Alr Force; 2 Marines

Status: It is expected that 2s onbstanding personnel are recruited, the Agency
quota will be filled out,

DEPARTMENT OF DEFZNSE SCPOOLS

Purpose of Training: To provide training for selected fgency personnel at various
Defense Scnools co that they will have 2 better understonding of the intelligence,
command and staff functions of the servicas, and thersby promote closer coordine
ation between the Agency and the scrvices,

Description of Training: Attendance al one of the lollowing:

Wationdal War College - 3 Kaval Intelligence School - 1
Tndustrial College of the Armed Forces - 1 Strategic Intelligence School = 3
army War College - 1 Counter Intelligence Corps School-2
kaval War College - 1 Armed Forces Staff College - 1

Alr War Collere - 1
hissociate Intclligence Course, Air Command and Staff School = 1

Agency Quotas 15 total per class, (Breakdown of quota above, See CIA Regulation
28« and 110=25-L)
Number Trainees Thru May 1982: 21 total ==
3 Tational war Collcge 1 kaval War College
1% Strategic Intelligence School 2 Naval Intelligence School

Status: This program is rapidly being implemented, By September of 1062, 13
more Agency persomnel will be entered in the sorvice schools as follows:

3 National War College 1 Naval Intelligence School
1 Industrial College of the Armed Forces 3 Strategic Intelligence School
1 Army War College 1 Armed Forces Staff College
1 Naval War College 1 Associate Intelligence Course,

1Approyed glj_Beégase 2001/07/17 : CIA- R[;P54 -00355AP003Q002002249 St af ' School
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CLERICAL REFRESHER COURSE

Purpose of Course: To provide refresher training in designated subjects for on
duty support-clerical personnel at the request of the various Offices.

Description of Course: Classes offered in typing, shorthand, accounting, filing,
English usage, stenotyping and Agency Office practices,

length of Course: 3 weeks

Offered: Every L wecks

Date of First Course: July 1951

Number Trainces Thru May 1952: 393 (Abopt 4O per month)

Status: This course has been found valunsble to the Offices of the Agency and
will be continued and enlarged in response to Offlce nced.

&

TRAINING IN THE PERSONNEL POOL

In January 1952, O/TR took over responsibility for training in the Personnel
Pool for support-clerical personnel EOD'd on a provisionally cleared basis. An
unclassified training progrem in shorthand, typing, office practice, English usage,
and geography was established., Much of thc training in the Pool was rcmedial, to
bring support clerical personnecl up to acceptable standards of proficiency in the
various clerical skills,

Now, because of a recruitment policy directive to the effect that only support-
clerical personnel meeting prescribed Agency standardsf proficiency in typing and
shorthand will be recruited; and because of a modification of the basic objcctive
of the Pool -~ to maintain a constant reserve of 200 support-clcrical personnel in
order to compensate speedily for clerieal attrition in the Agency; the personnel
pool will contain only qualificd personnel both provisionally and fully cleared.

A1l of these personnel will take a training course of at least two weeks
duration, at least part of which will be conducted on a classified basis. And
satisfactory completion of the training program will be necessary for placement
within the Agency. At prescnt the plunning and implementation of this training
program is under way.

SECRET
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ADMINISTRATIVE TRAINING PROGRAM

Purpose of Program: To provide additional adequately trained professional-level
administrative officer personnel to meet increasing operational requirements of
the Apency. Therefore, to provide training for newly recruited personnel for this
program and to provide specialized training for administrative officers presently
on duty in order to increase their capacity to perform under the acccelerated
operational program,

Status: O/TR, in conjunction with the Office of Organization and Management and
the General Services Division, has devised a means for approaching the administra-
tive training problems, At the present time plans are under way for a series of
conferences led by senior Agency level administrative officers (i.e., the Comp-
troller, thc Director of Porsonnel, the Chief of Administrative Services and the
Chief of Procurement). These conferences will be attended by the senior administra-
tive officer for each of the Offices of the Agency, with his budget officer, per-
sonnel officer and supply officer. The confcrences will explore those administra-
tive problems which have the most serious effect upon the administration of the
Agency at the agency level, Such a series of, conferences will result in an identifi-
cation of those problems wiich require resolution by simple procedural adjustments
and those in which training is requirec, The Office of Training will then be in a
position to design and put into effect training programs to meet the requirements
for training indicated by thesc confercnces.

HUMAN RESOURCES PROGRAM

Purpose: To ussist personnel with management and supervisory responsibilities to
make the best and fullest wse of the individuals under their supervision by assist-
ing such personnel to appraise thelr own work methods, to comprehend the human
resources under their supervision, and to aoply the simple, well-tried concepts of
effective human relations within the framework of & systematically organized program,

Status: It 1s planned that a Human Resources Program be established; to consist of
four 1/2 hour group meetings with small groups of supervisors; a 1/2 hour interview
@ith each supervisor, and a follow-up one hour group meeting with the supervisors
approximately every six weeks for an indefinite period. The program will be insti-
tuted slowly, office by office, division b, division, until the necessary coverage
has been achicveds The group meetings will be conducted by the Chief, Managsment
Training Division, O/TR.
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BRIEFING OF OUTGOING ATTACIES

Purpose of Agency Briefings: The service atteche system is an essential component
of the National Tntelligence System; it operates in direct support of not only the
Service Departments but also the CIA., Consequently, there is a complex of informaw
tion concerming CIA and its relationship to the Service Attache System that it is
essential to present to outgoing Service Attaches so that they may acquire the
knowledge necessary to cnable them and their respective departments to give maximum
support to CIA and to the Intelligence Advisory Committee in their joint responsi-
bility for the production of national intelligence,

Status: O/TR conducted a survey of Office requivements for briefing and found that
the briefings given did not meet those requirements. As a result of an O/TR Staff
Study and a conference attended by representatives of the AD's of the non=-covert
Offieces, the Office of Training has recently been assigned the responsibility for
the administration and coordination of Agency briefings of outgoing scrvice attaches.,
At the present time planning is under way to put into effect an adequate Agency
briefing pirogram,
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